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INTRODUCTION 
This report is concerned with the system presently used to implement 
and control the financial operations of the Industrial Engineering Department. 
The system's operative personnel consists of one bookkeeper. The book- 
keeper has three main areas of responsibility, bookkeeping, accounting and 
record processing. 
Invoices, requests and money flow into this system from sources in and 
outside the university. By applying a method of bookkeeping, accounting or 
record processing, these inputs are transformed into useful information and 
material. 
Outputs occur because of the operations performed on the inputs. These 
outputs in the form of purchase requests, invoices and travel requests are 
mailed, taken or sent to the different departments in the university and to 
outside sources. 
The present system, in the author's opinion, is inefficient in many 
respects. The paper flow and the filing procedures are too time consuming. 
The bookkeeper is presently required to carry paper work to different areas 
for signature and disposition. These and other problem areas will be studied 
in this report. 
HYPOTHESIS 
The objective of this report is to study the present system used to 
implement and control the financial operations of the Industrial Engineering 
Department, with the purpose of improving the system's ability to perform 
its intended function more economically. In devcraoping a system that is 
more economical, the author will employ a work simplification approach. 
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Through work simplification all unnecessary steps, waste in time, 
energy, and material can be eliminated, thus getting the most production 
with the least amount of effort and confusion. 
This report will also serve in an informative capacity to the head of 
the department and could assist in a smoother operation of this system if 
turnover is necessary within this system's operative personnel. 
The operations performed by the bookkeeper of the Industrial Engineering 
Department will form the boundaries for this report. A boundary in the 
system's sense restricts the scope of a problem in a size commensurate with 
the cost or time available for solution and the amount of detail necessary 
to understand the process.1 
The approach that will be taken in this report will consist of two parts. 
First, the author will study the present system with respect to the 
inputs to the system, services performed by the system, outputs of the 
system and feedbacks within the system. Then, flow diagrams for the system 
will be developed. 
Second, the author will analyze the system with respect to the inputs, 
services performed, outputs and feedbacks. The elements of the system will 
be analyzed from the standpoint, are the operations necessary, why are they 
done this way, can they be combined and can they be simplified? Then the 
author will recommend changes in the present system that will make the system 
more economical and more efficient. 
To enable the reader to better understand the study, the author will 
describe five of the instruments used to facilitate the accounting operations 
1 
Stanford L. uptner, Systems Analysis, 1960, p. 21. 
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and the record keeping process. 
The five instruments are0The Statement of Transactions and Balances, 
Purchase Ledeer, Charge Ledger, Cash Book and Current eurchase Order Invoice 
Book. 
The statement of transactions and balances is a form prepared by the 
comptroller's office showing all expenditures for a department for the 
previous month. 
The purchase ledger is used for recording the money spent for goods 
and services by the department. The current balance of the department's 
funds is maintained by deducting the daily purchases from the department's 
yearly allotment. 
The charge ledger is used for the purpose of keeping a record of the 
department's accounts receivable. 
The cash book is used for keeping a record of all the department's 
receipts. 
The current purchase order invoice book is a record of all the purchase 
order invoice's that are currently in process in the system (See Figs. 1 - 5, 
Appendix A). 
STUDY OF THE PRESENT SYSTEM 
The total system is composed of several elements. The system can be 
studied as a unit by studying each of its elements. 
The elements that will be taken into consideration are 
1. Employment and payroll. 
2. Money received for goods and services. 
3. Goods purchased by the department. 
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Staff travel. 
Ascellaneous duties. 
Employment and Payroll 
Upon request that a student be added to the payroll, the bookkeeper 
prepares a Student Employment Report (Fig. 6, Appendix. B) in duplicate and 
an Employees! Withholding Exemption Certificate (Fig. 7, Appendix B) in 
triplicate. A copy of each is filed and the remaining copies are sent to 
the comptroller. The comptroller prepares IBM cards (Fig. 8, Appendix B) 
that will be used in preparing the individual's check and sends them back 
to the bookkeeper of the Industrial Engineering Department. 
Upon receipt of the IBM cards they are filed until the monthly time 
sheets (Fig. 9, Appendix B) arrive from the section of the Industrial 
Engineering Department, in which the student has been working. From these 
time sheets the bookkeeper fills out the IBW cards and the payroll check 
sheet (Fig. 10, Appendix B). The IBM cards and the payroll check sheet is 
sent to the department head. for signature. The IB74 cards and a copy of the 
payroll check sheet is sent to the comptroller. The total amount from the 
payroll check sheet is entered in the purchase ledger and the remaining 
copy of the payroll check sheet is then filed. 
The comptroller prepares and sends the checks to the bookkeeper, who 
then distributes them to the respective students. 
When. the statement of transactions and balances is received the book- 
keeper compares this with the payroll check sheet and the purchase ledger, 
and then the payroll check sheet is filed. 
Loney Received for Goods and Services 
In this element there are basically two diffarent areas. 
Loney received for jobs done by the Industrial Engineering 
Department. 
B. Cash received for goods sold. 
When the Industrial Engineering Department receives a request under 
plan A, the bookkeeper prepares a copy of a job sheet (Fig. 11, Appendix B), 
a job order card (Fig. 12, Appendix B) in duplicate and assigns a job order 
number to the job. This number follows the job throughout the remaining 
paper work and serves as a description of the job. The job order card is 
sent to the section that will be responsible for doing the job. When the 
job is completed a charge ticket will be prepared in duplicate by the person 
responsible for doing the job, showing the expenses (material, labor) that 
was required for, the job. This charge ticket and the requesting department's 
inter-departmental requisition (Fig. 13, Appendix B) will be sent back to 
the bookkeeper. The bookkeeper will record the expenses on the job sheet 
and total the expenses for the entire job. 
The job order card and a copy of the charge ticket is filed and an 
entry showing the expense of the job is entered in the charge ledger. The 
bookkeeper then prepares an invoice (Fig. 14, Appendix B) in duplicate. A 
copy of this invoice and the inter-departmental requisition is sent to the 
ordering department. The remaining copy of the invoice is filed. 
Upon receipt of the blue and white copies of the purchase order invoice 
(Fig. 15, Appendix B) from the ordering department, the bookkeeper compares 
it with the invoice on file and gets the department head's approval. The 
blue copy of the purchase order invoice is filed with the invoice and the 
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white copy of the purchase order invoice is sent to the comptroller. 
When the department receives the check for the job and the pink copy 
of the purchase order invoice from the comptroller, the bookkeeper destroys 
the blue and pink copies of the purchase order invoice. The bookkeeper 
endorses the check and prepares the official receipt (Fig. 16, Appendix B) 
in triplicate. Here the bookkeeper makes a credit entry in the charge 
ledger and an entry in the cash book. 
At this point the bookkeeper prepares a deposit slip in duplicate 
and takes the check, a copy of the deposit slip and the official receipt 
to the cashier. The cashier keeps the cheek, official receipts and stamps 
the deposit slip. The bookkeeper then prepares a running account of the 
deposits and files the deposit slip. 
In case of plan B, the bookkeeper upon receipt of the cash for goods 
sold and the sales ticket from an outside departments marks the ticket paid 
and returns it to the person, who brought the cash in or mails it to the 
sender. 
The bookkeeper then follows the same procedure as followed in the case 
of plan A, starting with the preparation of the official receipt. 
Goods to be Purchased 
The regulations of the university classifies the goods to be purchased 
into four categories. 
A. Purchases of scientific research supplies over WO.G0 and all 
other purchases over 2S.00, except goods on contract and inter- 
departmental purchases. 
B. eurchases from the physical plant, press, photographic services 
and postal center. 
C. Purchases of scientific supplies up to t200.000 goods on contract 
and purchases up to $25.00, except direct (in person) purchases. 
D. Direct purchases less than $25.00 or on campus any amount except 
for the physical plant, press, photographic services and postal 
center. 
When the department receives a request for goods to be purchased 
under plan A, the bookkeeper prepares a purchase requisition (Fig. 17, 
Appendix B) in triplicate and gets the department head's signature. 
After the department head signs the purchase requisitions the bookkeeper 
files a copy in the current purchase order invoice book. The remaining 
copies go to the Dean of Engineering or the Director of the Engineering 
Experiment Station, whichever is appropriate. The Dean of Engineerini; 
receives all the requests except those concerning research projects and 
these go to the Director of the Engineering Experiment Station. 
When the bookkeeper receives the purchase order voucher (Fig. 131, 
Appendix 13) from the comptroller, the bookkeeper records the amount of the 
purchase in the purchase ledger. Then the bookkeeper files the purchase 
order voucher in the current purchase order invoice book. 
When the department receives the invoice from the supplier, the book- 
keeper compares it with the purchase order voucher. The bookkeeper sends 
the purchase order voucher to the person receiving the goods, for his ap- 
proval. Then it is returned to the bookkeeper who gets the department 
head's signature. After the department head signs it, the bookkeeper files 
a copy in the current purchase order invoice book. The remaining copies 
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go to the comptroller. 
When the department receives the statement of transactions and balances 
from the comptroller, the bookkeeper compares it with the purchase requisition 
and files the purchase requisition. 
in plan B, upon receiving the request for goods, the bookkeeper prepares 
an inter-departmental requisition in duplicate, a copy is filed and the other 
is carried to the supplier. 
When the bookkeeper receives the invoice from the supplier, a transfer 
check (Fig. 19, Appendix B) is prepared in duplicate. The transfer checks 
are sent to the department head for signature, then the bookkeeper attaches 
the suppliers invoice to the transfer check and sends it to the supplier. 
The amount from the transfer check is entered in the purchase ledger. A 
copy of the transfer check, inter-departmental requisition and invoice are 
filed. 
Upon receipt of the statement of transactions and balances from the 
comptroller, the bookkeeper compares it to the transfer check, inter- 
departmental requisition and invoice, and files them. 
When the Industrial Engineering Department receives a request for goods 
to be purchased under plan C, the bookkeeper prepares a letter order (Fig. 20, 
Appendix B) in triplicate ordering the goods. This is submitted to the 
department head for approval, then a copy if filed and the other copy is 
given to the person ordering. The remaining copy is sent to the supplier. 
When the bookkeeper receives the invoice from the supplier, an inquiry is 
made to see if a purchase order invoice has been prepared. If so, the invoice 
is held until the monthly statement of transactions and balances is received 
from the comptroller. If not, the bookkeeper sends the invoice to the person 
ordering and the department head for approval. 
The bookkeeper prepares a purchase order invoice of six (6) copies 
and attaches the supplier's invoice. It is then sent to the person re- 
ceiving the goods and to the department head for signature. The bookkeeper 
files a copy of each in the current purchase order invoice book and records 
the amount in the purchase ledger. The remaining copies are sent to the 
Dean of Engineering or the Director of the Engineering Experiment Station. 
When the department receives the statement of transactions and balances 
from the comptroller, the bookkeeper compares it with the purchase order 
invoice and files the purchase order invoice. 
in plan D, upon receiving the request for goods, the bookkeeper pre- 
pares an inter-departmental requisition in duplicate. A copy is filed and 
the remaining copy is taken to the supplier. Upon receipt of the invoice 
from the supplier, the bookkeeper follows the same procedure as in the case 
of plan C. 
Staff Travel 
The regulations of the university require that a different procedure 
be used for the different types of travel. They are divided into the fol- 
lowing categories: 
A. Out-of-state ('lane, Train, Bus). 
B. Out-of-state (Private Car). 
C. In State (State-owned Car). 
D. In State (Private Car). 
When the bookkeeper receives a request for travel under plan A, a 
request is prepared for out-of-state travel -(Fig. 21, Appendix B) of seven (7) 
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copies. This is sent to the department head for approval. Then a copy 
is filed in the current purchase order invoice book. The remaining copies 
are sent to the Dean of Engineering or Director of the Engineering Experi- 
ment Stationl which ever is appropriate. 
Upon receipt of the out-of-state travel request with the request number 
on it from the comptrollers the request number is a number assigned by the 
comptroller for this trip, the bookkeeper destroys the copy of the out-of- 
state travel request nowon file and files the copy with the request number 
on it. At this point the bookkeeper prepares a purchase order invoice 
and gets the department head's signature. After the invoice is signed, a 
copy is filed in the current purchase order invoice book. The remaining 
copies are hand carried. to the Dean of Engineering or Director of the 
Experiment Station. 
After the purchase order invoice is signed by either the Dean of 
Engineering or the Director of the Engineering Experiment Station, the 
bookkeeper then sends or takes two (2) copies to the ticket agency con- 
cerned and purchases the tickets. The remaining copies go to the comp- 
troller. 
'hen the bookkeeper receives the trip expense, from the person who 
made the trips a general expense travel voucher (Fig. 22, Appendix B) of 
four (1k) copies is prepared. They are sent to the person who made the 
trip and the department head for signature. A copy is then filed in the 
current purchase order invoice book. The remaining copies go to the Dean 
of Engineering or the Director of the Engineering Experiment Station. The 
bookkeeper then records the amount from the purchase order invoice in the 
purchase ledger. 
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The comptroller sends the check covering the expenses incurred on the 
trip, to the bookkeeper, who gives it to the person concerned. When the 
bookkeeper receives the statement of transactions and balances, they are 
compared with the purchase ledger. 
When a request for travel under plan B is received by the bookkeeper, 
the same procedure as in the case of plan A is followed. This procedure 
is followed until the paper work reaches the point where the purchase order 
invoice is prepared. Instead of preparing a purchase order invoice, the 
bookkeeper informs the person taking the trip that the trip has been ap- 
proved. 
When the bookkeeper receives the person's travel expenses upon his 
return, a general expense travel voucher and a private car travel voucher 
(Fig. 23, Appendix B) of three (3) copies is prepared. From this point on, 
the procedure is the same as in plan A. 
Upon request for travel under plan Co the bookkeeper prepares an inter- 
departmental requisition in duplicate, one copy is filed and the other one 
is given to the person wanting the car. The person hand carries the copy 
to the physical plant and picks up the car. Upon receipt of the expenses 
incurred on the trip by the individual, the bookkeeper proceeds the same 
as in the case of plan A. The only exception is if the person has car ex- 
pense other than gas. In this case the bookkeeper prepares a state-owned- 
car travel voucher (hig. 2I, Appendix B) of three (3) copies and then fol- 
lows the same procedure as in plan A. 
When the bookkeeper receives a request for travel under plan D, the 
same procedure as was followed in the case of plan B is followed, starting 
with the travel expenses. 
Miscellaneous Duties 
This element includes some of the duties of the bookkeeper that are 
performed only once a month or only on occasions. 
1. Record of Expenditures. 
2. Key requests. 
3. Library books and material requisition. 
4. Telephone and telegraph expenditures. 
Record of Expenditures. After comparing the statement of transactions 
and balances with the purchase ledger the bookkeeper divides the spending 
into the following four classes. 
1. Contractural Services. 
2. Commodities. 
3. Capital Outlay. 
4. Salaries. 
The amounts spent for each of the above are plotted on a graph that 
has a line on it representing the budgeted amount of money for the year, 
for the particular fund concerned. By plotting these values on this graph 
the bookkeeper can tell the present situation of the particular fund. 
Also the bookkeeper has a graph showing the total amount of money 
budgeted for the year and by plotting the total expenditures on this graph 
the overall situation for the year can be determined. 
Key Requests. When the bookkeeper receives a request for a door key, 
a key permit (Fig. 25, Appendix B) is prepared and the bookkeeper gets the 
signature of the department head. The request is then given to the person 
who made the request. 
Library Books and Material Requisition. Upon request the bookkeeper 
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prepares a library request card (Fig. 26, Appendix B) and gets the depart- 
ment head's signature. The bookkeeper takes the card to the library and 
picks up the material or the books. 
Telephone and Telegraph Expenditures. When the bookkeeper receives 
the statement of transactions and balances, the amount spent for teleeaone 
and telegraph is recorded in the purchase ledger. 
ANALYSIS OF THE PRESENT SYSTEM 
This system is composed of several elements, each having a different 
purpose. For this reason the author, to eliminate confusion and misunder- 
standing, will include the analysis of an element and the recommended changes 
for that element in the same section. 
To simplify the discussion involved, once the author recommends a 
change be made to an operation in an element, the same recommendation will 
apply to similar operations in different elements. 
In analyzing the present system the author has isolated the following 
areas of each element in which inefficiencies are prevalent. A description 
of each of these areas and the recommendation will be presented. 
Employment and Payroll 
Upon request that a new emeloyee be added to the payroll, he book- 
keeper prepares a student employment report and an employees' withholding 
exemption certificate. A copy of each is filed and the remaining copies 
are sent to the comptroller. The comptroller prepares IBA cards that will 
be used in preparing the individual's check and sends them back to the book- 
keeper of the Industrial Engineering Department. 
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Upon receipt of the IBM cards they are filed until the monthly time 
sheets arrive from the section of the Industrial Engineering Department 
in which the student has been working. 
From these time sheets the bcokkeeper prepares a payroll check sheet 
and attaches this to the IBM cards, that were received from the comptroller. 
These are sent to the department head for approval and then to the comp- 
troller. The comptroller prepares the checks and sends them to the book- 
keeper who distributes them to the students. 
Wien the statement of transactions and balances is received the book- 
keeper compares it with the payroll check sheet, purchase ledger, and then 
the payroll check sheet is filed (Fig. 23, Appendix C). 
Recommendations. The author feels it is unnecessary to send both the 
IBM cards and the payroll check sheet to the department head. The IBM cards 
contain the same information as the payroll check sheet. This would elimi- 
nate the need for the bookkeeper to attach. the payroll check sheet to the 
IBM cards and would also eliminate the need for the department head to take 
time to look at each IBM card. This would mean a saving in time for the 
bookkeeper and the department head. 
The payroll checks should not be sent to the bookkeeper. There are 
only a few checks each month and these should be mailed directly to the 
students concerned. The average cost to the department mould be about 
thirty (30) cents a month. and the bookkeeper cannot sort and distribute 
these checks each month for less than this amount. 
Comparison of the payroll check sheet with the statement of transactions 
and balances is not necessary unless a mistake has been made in the total pay 
and this can be checked by comparing the purchase ledger with the statement 
of transactions and balances. 
doney Received for Goods and Services 
When the Industrial Engineering Department receives a request to do 
a job for another department, the bookkeeper prepares a copy of a job sheet 
and a job order card in duplicate. This job order card is sent to the 
section doing the job. The expenses for the job are sent as they occur 
to the bookkeeper, who enters them on the job sheet. 
The department that is having the job done, upon receipt of the in- 
voice from the industrial Engineering Department, prepares and sends a blue 
and white copy of a purchase order invoice to the Industrial Engineering 
Department. The bookkeeper then compares these with the copy of the invoice 
that was sent to the ordering department. The bookkeeper files the blue 
copy and gets the department head's signature on the white copy. 
This copy is sent to the comptroller and the comptroller prepares a 
check and sends it to the bookkeeper. At this time the bookkeeper destroys 
the blue copy of the purchase order invoice. 
When the Industrial Engineering Department receives a check or cash 
for goods sold or services performed, the bookkeeper carries the check or 
cash to the cashier's office (Fig. 29, Appendix C). 
Recommendations. The preparation and use of the job order cards is 
a waste of time, in that they do not serve any useful purpose. They were 
originally meant to serve as a record of, in process work. Instead of pre - 
paring a job order card the bookkeeper should prepare the job sheet in dupli- 
cate and let the second copy of the job sheet serve the function of the job 
order card. 
The person responsible for the job could enter the expenses as they 
were incurred on the sheet. When the job is completed this form along with 
a charge ticket could be sent to the bookkeeper. 
This change would save the expense of the job order cards, plus the 
time in typing the job order card and would save the bookkeeper the time 
required to prepare a running account of the expenses as they occur. 
When the bookkeeper receives the blue and white copy of the purchase 
order invoice, the blue copy should be destroyed at this time. A notation 
could be made on the industrial Engineering Departments invoice, indicating 
that the purchase order invoice had been received and had been sent to the 
comptroller. 
This would save time for the bookkeeper because she now has to file 
the blue copy and later destroy it. 
The author sug:ests in the case of cash, the department utilize one 
of the girls presently employed for part time work in the office to carry 
the cash to the cashier. If the money is in the form of checks, these 
could be mailed to the cashier. This would eliminate the need for the 
bookkeeper to carry the money to the cashier. 
Goods to be purchased 
When the department receives a request for goods to be purchased from 
an outside or local supplier in which the total expense is more than 25.000 
the bookkeeper prepares a purchase requisition which is signed by the depart- 
ment head. Then the purchase requisition is sent to the Dean of Engineering 
or the Director of the Engineering Experiment Station. 
When the department receives an invoice from the physical plant, press, 
photographic services or postal center for goods purchased, the bookkeeper 
prepares a transfer check in duplicate. This form transfers the money from 
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the above departments fund to the industrial Engineering Departments fund. 
Then when the statement of transactions and balances is received from 
the comptroller, the bookkeeper compares it with the transfer check, inter- 
departmental requisition and the invoice. 
In the case of goods purchased from outside supelier in which the total 
expense is less than $25.00, or if for scientific or contractural services 
up to S200.00. And in the case of goods purchased locally less than $25.00 
or on campus any amount except the physical plants press, photographic ser- 
vices and the postal center, the bookkeeper upon receipt of the invoice 
compares the letter order or the inter-departmental requisition, which ever 
the case may be, with the invoice and then sends the invoice to the person 
ordering and the department head for approval. Then a purchase order invoice 
is prepared. This purchase order invoice is sent to the person ordering 
and the department head for signature (Figs. 30-32, Appendix 0). 
Recommendations. it is the author's opinion that when expenditures 
occur involving the Industrial Engineering Department funds the department 
head should be allowed to control these expenditures. This would eliminate 
the necessity of sending the expenditure forms to the Dean of Engineering, 
thus increasing the efficiency of this operation. 
The transfer checks are presently typed one at a time, the author 
feels that these two copies could be e.epared at the same time by using 
carbon paper. This would mean a saving in the bookkeeper's time. 
Also when the bookkeeper receives the statement of transactions and 
balances, comparing it to the transfer check would be sufficient; it is 
unnecessary to compare it to the inter-departmental requisition and the 
invoice. This would save the bookkeeper time involved in getting the 
inter-departmental requisition and the invoice out of the file and com- 
paring them to the statement of transactions and balances and then refiling 
them. This would mean a savings in time for the bookkeeper and money for 
the department. 
The author suggests that when the invoice is received the bookkeeper 
should compare it with the letter order or inter-departmental requisition, 
if they are the same then the bookkeeper does not need to send the invoice 
to the person ordering or the department head. The bookkeeper can, at this 
point, prepare the purchase order requisition. It should be sent directly 
to the department head, instead of sending it to the person ordering. The 
person ordering has already approved the purchase. This would mean a savings 
in time for the bookkeeper and money for the department. 
Staff Travel 
After returning on an out-of-state business trip (Plane, Train, Bus), 
the :)erson who made the trip gives the bookkeeper his trip expense. The 
bookkeeper prepares a general expense travel voucher and returns it to the 
person who made the trip for signature. The person concerned then returns 
this form to the bookkeeper who ets the department head's signature (Fig. 33, 
Appendix C). 
Recommendations. The author suggests that a mailbox be placed close 
to the department head's work space. Then when forms are given to person's 
for signature, they could sign the forms and place them in the department 
head's mailbox when applicable. This would eliminate the need of the person's 
signing forms to return them to the bookkeeper. The bookkeeper could get 
the fo-ms after signature by the department head and continue the operation. 
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This would mean a savings in time of the bookkeeper and money for the 
department. 
Miscellaneous Duties 
Door le- . When the bookkeeper receives a request for a door key, 
key permit is prepared and the bookkeeper gets the signature of the person 
requesting the key and the signature of the department head. The request 
is then given to the person who made the request to enable him to get the 
key from the key custodian. 
Recommendations. After the person picks ue his key from the key 
custodian, the key permit shonld be returned to the bookkeeper. This way 
the bookkeeper could maintain a record of all keys issued to the personnel 
of the Industrial Engineering Department. 
SUMIVARY AND CONCLUSIONS 
This report represents a comprehensive study and analysis of the 
service system employed to implement and control the financial operations 
of the Industrial Engineering Department. 
This report can serve the Industrial Engineering Department in several 
ways. One, with the changes proposed by the author, a saving of several 
dollars in material and labor will be realized. TWO, it can serve as a 
system description to the department head. Three, it can be used as a guide 
to the person responsible for performing the operations involved in the 
system. Four, in case of turnover within the system of the operative 
personnel, this report will allow a smoother transition and less delay 
in eettlng the system back into operation. 
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The area in this system that would have shown the greatest improve- 
ment, had it not been for the rules of the university, was the area of 
forms. Most of the forms used by this system are in use by the entire 
university. These forms in many cases require more information than is 
necessary for the operation of this system. Also the bookkeeper is re- 
quired in many cases to prepare more copies of the forms, than are neces- 
sary for the operation of this system. 
The savings in time of the bookkeeper that would be realized by the 
use of the proposed system, can be used for other areas of activity within 
the industrial Engineering Department. 
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STATEMENT OF TRANSACTIONS AND BALANCES PAGE NO 
FUND 
KSU ACCOUNT NO. DATE 
PURCHASE 
REQUISITION 
P.O. I 
NUMBER 
ENCUMBRANCE 
NUMBER 
VOUCHER 
NUMBER 
w 2 DESCRIPTION OF VENDOR 
'T.J 
SOURCE 
OR 
OBJECT 
CODE 
APPROPRIATION 
ALLOTMENT OR 
RECEIPTS 
PAYMENTS UNEXPENDED BALANCE ORDERS 
UNENCUMBERED 
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SECT . 
NAME ADDRESS 
BUSINESS INDIVIDUAL TERMS CREDIT LIMIT RATING 
DATE ITEMS FOL. DEBITS CREDITS BALANCE 
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Orr No. 
F. O. T. List 
INDiISTRIAL ELGINLERING DEPAIV:1.11JiNT 
Vendor Amount 
AiTENDIX B 
Fig. 6. Student Employment Report 
7. Employee Withholding Exemption Certificate 
8. IBM card 
9. Monthly Time Sheet 
10. Payroll Check Sheet 
11. Job Sheet 
12. Job Order Card 
13. Inter-Departmental Requisition 
14. Invoice 
15. Purchase Order Invoice 
16. Official Receipt 
17. Purchase Requisition 
18. Purchase Order Voucher 
19. Transfer Check 
20. Letter Order 
21. Out-of-State Travel Request with request number on it 
22. General Expense Travel Voucher 
23. Private Car Travel Voucher 
24. State owned car Travel Voucher 
25. Key Permit 
26. Library Card 
(n) 
ANcHoRCLASIP 
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Form SER 
(11-61-8M) 
TO: Comptroller's Office 
KANSAS STATE UNIVERSITY 
Manhattan, Kansas 
Student Employment Report 
has been employed as a student as follows: 
Last Name First 
Department of 
Social Security Number 
At the rate of per 
Number of exemptions 
(Attach a signed W-4 (withholding tax statement) and loyalty affidavit, if 
one is not already filed in the Comptroller's Office.) 
Payable from: 
Fund Name Fund No. 
Account Name K.S.U. Account No. 
Project, if any (Two SER forms are required if one 
student is to be paid from two sources) 
Reminder: Students reported to the Comptroller's Office later than the 
20th of the month are to be included on the following month's payroll. 
1. White-Acct. & Reports 
2. Yellow-Department 
3. Green-Comptroller, K.S.U. 
EMPLOYEES' WITHHOLDING EXEMPTION CERTIFICATE 
(Used in lieu of Federal Form W-4) Check one 
KANSAS STATE UNIVERSITY Unclassified 
MANHATTAN, KANSAS Classified 
Student 
Name (Print full name) Social 
Security 
No Address 
(Print home address) 
(City) 
E 
Dept. 
(State) IMPORTANT-PLEASE COMPLETE 
I Claim the Following Exemptions for Federal Withholding Tax Purposes: 
Self (if claimed, write figure 1) 
Husband or wife (if claimed, write figure 1) 
Exemptions for AGE and BLINDNESS: 
If you and/or your spouse will be 65 or over during the year, write the number 
If you and/or your spouse are blind, write the number 
Dependents (write number) 
Total E 
I certify that the number of withholding exemptions claimed above does not exceed the number to 
which I am entitled. 
Date 
9-60-10M sets 
Signature 
Student employees must also complete the reverse side of Green copy. 
- 
FT) 
Ee 
HOURS M112112MMIIMEIESEIMMIIMI 
1 114 2, 
SOCIAL SECURITY N 
Fill in e3ily o nvertt to tent r s. 
I 
Verify the inform: on for t ee whose 
name is printed at the top. If you wish to change 
a ly information, such as rate, dept., fund or pro- 
i I AI -rnels, il a.7;44 1.,1 1..4. 1 hours o'' I , 
TO,_I Rs 
Return this a d atta hed i ) a time sheet to 
the Comptroller's Office before 5:00 p.m. on 
the 26th of each month, or by noon of the 
next working day when the 26th is a Saturday, 
Sundt y, or holm ay. 
0 
2 
4 
6 
7 
a 
1111=1111111111M31111111 
01 41319940409 
OCT. 
JAN 
FEB. 
MAR. 
APR. 
DEC. 
MAY. 
NOV. 
JUNE. 
JULY 
AUG. 
DO NOT BEND, STAPLE OR T'AR THIF CARD. 91 SEPT. 
DA. HRS. DA. HRS. I DA. HRS. I Dll I i i 
27 4 1i 20 
28 5 13 21 
29 6 14 22 
30 7 5 . 
31 8 16 24 
1 9 17 25 
2 10 18 26 
3 11 19 
RATE 4ROSS NCE FICA 
1 2 3 4 5 6 1 8 9 1 0 1 1 1 2 1 3 1 4 1 5 1 6 1 1 1 8 1 9 2 0 2 1 2 2 2 3 2 4 2 0 2 6 2 1 1 2 8 2 0 3 0 1 3 1 32 33 34 35 37 38 39 40 41 42 43 44-1:1F46 47 48149 50 155 56itV58 
IJ 
41 LIMO. 
59 60 6102 63164 65 68 67168 69 70 
PROACT 
71 72 73 74175 76 77 78 
TIME SHEET 
Industrial Engineering Department 
Name 
Description of Work 
Period 19 
Job No. Hours 
1. Comptroller 
2. Department 
(10M-6-62) 
Fund Name 
KANSAS STATE UNIVERSITY 
PAYROLL CHECK SHEET 
(Student Payroll and Branch Stations Only) 
Fund No. Account Name KSU Account No. 
Sheet No 
1 
Month 
Names (in alphabetical order) 
Last First initial 
Classification Rate Time T. C. 
Gross 
Amount Maint. FICA 
Retire- 
ment 
Wh/ 
Tax 
Net 
Amount 
1 $ $ $ $ $ $ 
9 
3 
4 
5 
6 
7 
8 
9 
10 
11 
I certify that the above amounts were contracted for the Univer 
rect and unpaid, and are due the named employees as salaries or 
"Student Employees" were regularly enrolled in and attending 
State University primarily for the purpose of pursuing a standard 
shown above, except during June, July, or August, in which case 
ity under authority 
wages for services 
resident daytime courses 
course of study during 
they were so enrolled 
of law, are cor- 
performed. The 
at Kansas Monthly 
the month Totals during the $ 
preceding spring semester or current summer session. F.I.C.A. has been deducted from all "Student 
Employees" not enrolled during the month shown above. Gross amounts and employer's and 
retirement matching are approved for payment from this account. 
Signed. 
Dean, Director, Department Head, or Superintendent 
Due in Comptroller's Office before 5:00 p.m. on the 26th of each month or by 
noon of the next working day when the 26th is a Saturday, Sunday, or holiday. 
Department of Industrial Engineering and Industrial Arts 
School of Engineering, K.S.C. Cards Issued to 11 Sheet No 
Job No Directions, 
Issued by Date Ordered 
Quotation, To Be Done Cost Charge 
Material, Completed 
Charge to Labor, Req. No. 
Ordered by 
i_ 
Total, 
MATERIAL MATERIAL 
Date ITEMS Price Amount Date ITEMS Price Amount 
...- 
i 
Total, Total, 
=-- 
Form 31 (ores) 
JOB No. 
FORM 31 
Department of Industrial Engineering and Industrial Arts 
School of Engineering, K.S.C. 
SHEET No. 
LABOR 
Industrial Engineering and Industrial Arts 
School of Engineering. and Architecture, K.S.C. 
ORDER CARD 
Charge all time and material 
to the number of the job. 
Mark date, sign, and return 
card not later than day fol- lowing completion of job. 
Order No. Issued to Issued by 
Date To be done 
Directions 
Completed Foreman 
KANSAS STATE UNIVERSITY 
Req. No. 19 
INTER-DEPARTMENTAL REQUISITION 
To Dept. 
Head of Dept. 
Charge to Account 
When wanted Estimated cost, $ 
Paid 19 Actual cost, $ 
-40M 
7 -62 
Department of 
Sold To: 
INVOICE 
KANSAS STATE UNIVERSITY 
Manhattan, Kansas 
Date 
Number 
Date Quantity Description Unit Price Amount 
STATE OF KANSAS 
Department of Administration 
Purchasing Division 
KSUDA 103 (4.61.40M) 
K. S. U. PURCHASE ORDER-VENDOR'S INVOICE 
KANSAS STATE UNIVERSITY, MANHATTAN, KANSAS 
FUND NAMF ACCOUNT NAME 
WARRANT No 
p.o.LN? 26252 
1. White-Acct. & Reports Div. 
2. Blue-Vendor 
3. Green-Comptroller K. S. U. 
4. Yellow-Purchasing Division 
5. Pink-Remittance 
6. White-Department Files 
DATE FUND F AGENCY ACCOUNT E. A. NUMBER VOUCHER NO. 
3 367 
TERMS K. S. U. ACCOUNT No. F. 0. B. CONTRACT No. 
ACT. OBJECT AMOUNT 
Complete Item A or B as Appropriate 
A 0 This is Confirmation of items received. 
B This is an order, to be shipped to: 
VENDOR'S NAME AND ADDRESS 
DATE AND 
INVOICE No. QUANTITY UNIT DESCRIPTION OF MATERIAL OR SERVICE 
CONTROLLER'S USE 
Total of This Order. 
USE CONTINUATION SHEET IF MORE SPACE IS NEEDED 
UNIT PRICE AMOUNT 
1. I certify that unencumbered funds are available to cover this 
order: Approved: 
Department Head or Superintendent 
2. Approved for and by authority of the President. 
Dean, Director, or Department Head 
3. Vendor's Certificate: I certify that the materials or services 
listed hereon have been delivered or performed, that excise tax 
is excluded and that this original invoice is correct, just and 
remains unpaid. (Firm name must be identical to that shown 
as Vendor's name above.) 
Firm Name 
By 
Date 
Title 
28.7917-4-8-2.92-93.94.95 
4. I certify the materials, supplies or services listed on this invoice 
have been inspected and received or performed in accordance 
with agreed specifications as to form, price, quantity and 
quality. 
Date Receiving Employee 
5. I certify that the above account is correct, was contracted 
under authority of law, is in accordance with such contract, is 
unpaid and is approved for payment. 
Date Comptroller, K. S. U. 
Notice to Vendor: After all goods are delivered, sign and send 
to Comptroller's Office, Anderson Hall, Kansas State University, 
Manhattan, Kansas, for payment. Cash discounts will be based 
on the date of your last invoice, date all goods are received, or 
the date this claim is received, WHICHEVER IS LATER. 
4-61-40M SETS 
Received from 
E-1 
in payment for (explain in detail) 
A CASH $ 
CHECK $ 
M. 0. $ 
RECEIPT CODE NO. 
KANSAS STATE UNIVERSITY 
OFFICIAL RECEIPT 25402 
Manhattan, Kansas 19 
DOLLARS 
2-62-60M sets Department Head or University Cashier 
1. White-Purchasing Division 
2. Pink-Comptroller's Office, K. S. U. 
3. Yellow-Dept's File 
STATE OF KANSAS 
Department of Administration 
Purchasing Division 
KSU DA 100 (5-59-12m) 
PURCHASE REQUISITION 
KANSAS STATE UNIVERSITY 
MANHATTAN, KANSAS 
FUND NAME 
ACCOUNT NAME 
DATE WANTED DATE FUND F AGENCY ACCOUNT 
3 367 
GROUP NO. K. S. U ACCOUNT NO. F. 0. B. 
KANSAS STATE 
UNIVERSITY 
MAIL INVOICE TO: 
COMPTROLLER'S OFFICE 
ANDERSON HALL 
Kansas State University 
Manhattan, Kansas 
SHIP TO: 
Dept. 
Building 
KANSAS STATE UNIVERSITY 
MANHATTAN, KANSAS 
PURCHASE DIV. 
REFERENCE NO 
P. R. N? 8076 
I hereby certify that there are sufficient unencumbered funds 
in the allotment or appropriation from which this request is to be 
paid; that the items listed are required for the function of this 
agency. Purchase of the items listed below and/or the encum- 
brance of necessary funds is requested. 
Ordered and approved: 
Director, Department Head or Superintendent 
Approved for and by authority of the President: 
Dean, Director, Business Manager or Comptroller 
ITEM NO. QUANTITY UNIT DESCRIPTION OF ARTICLE OR SERVICE ESTIMATED 
Unit Price Amount 
Total Estimated Cost . . . $ 
$ $ 
SUGGESTED VENDORS ( BRACKET RECOMMENDED VENDOR) 
1. 2. 3. 
USE CONTINUATION SHEETS IF MORE SPACE IS NEEDED 
FOR USE OF PURCHASING DIVISION ONLY 
DATE RECEIVED 
BY PURCH. DIV. 
DATE RECEIVED 
BY BUYER 
DATE RELEASED 
BY BUYER 
DATE ORDERED 
WRITTEN 
Advertised Posted Informal OTHER 
PURCHASE ORDER NOS 
APPROVED 
AUTHORIZED SIGNATURE 
.1424. 27-9 I 80.2-S-25-9 192 
STATE OF KANSAS 
Deportment of Administration 
Purchasirig Division 
DAt01 
PURCHASE ORDER VOUCHER Warrant No 
DATE FUND F AGENCY ACCOUNT PURCHASE ORDER VOUCHER VOUCHER NO. ACT. OBJECT AMOUNT 
REQUISITION NO. DELIVER TERMS F. O. B. CONTRACT NO. 
MAIL INVOICE AND VOUCHER TO 
SHIP TO 
VENDOR'S NAME AND ADDRESS 
LIQUIDATION NO. 
CONTROLLER'S USE 
OBJECT QUANTITY UNIT DESCRIPTION OF MATERIAL OR SERVICE UNIT PRICE I AMOUNT 
Sheet of Total This Order 
USE CONTINUATION SHEET IF MORE SPACE IS NEEDED 
9. I certify the material, supplies or services listed on this invoice have been In- 
spected and received or performed in accordance with agreed specifications as 
to form, price, quantity and quality. 
Signature_ 
Date__ Title 
2. VENDOR'S CERTIFICATION: I certify that the materials or services listed 
hereon have been delivered or performed, that this original Invoice Is correct, 
lust and remains unpaid. 
FIRM 
NAME DATE 
BE TITLE 
3. Signed 
DIRECTOR PURCHASING DIVISION 
4. Approved as to Availability of Funds. 
S. Approved 
TITLE 
6. I certify that the above account Is correct, was contracted ender authority of 
law, is in accordance with such contract, Is unpaid and Is approved for parser* 
Signature 
(10-62 300) 
KANSAS STATE UNIVERSITY TRANSFER CHECK 
(Used to pay Service Clearing Accounts only) 
Transfer to the Service Clearing Account $ 
Charge: Fund Name Fund No 
K.S.U. Account Name Account No 
Date N: 3208 
NOTE-List each item with its respective 
object code and amount in this space, (Signed) Head of Department continuing on back of check if necessary. 
DESCRIPTION OBJECT CODE AMOUNT 
(3-61-10M) 
CODE SUMMARY 
OBJECT CODE CODE AMOUNT 
Total $ 
-Xanmti Stale Virtiveriity 
Manhattan, Kansas 
Department of Industrial Engineering 
Engineering Shops Building 
July 6, 1962 
DoAll Mountain States Company 
2029 Holmes Street 
Kansas City 8, Missouri 
Gentlemen: 
Please consider this letter an order and ship the following for our 
engineering laboratories: 
100 ft. only 1/2" wide 12 pitch raker tooth metal cutting band 
saw blade 
In order to avoid a delay in delivery, please address package to: 
George F. Schrader, Professor and Head 
Industrial Engineering Department 
Kansas State University 
Manhattan, Kansas 
Our purchasing regulations do not permit a letter order for over $25.00 
and if our cost of the above item, including packaging, transportation 
and/or insurance is over this amount, please advise us before shipment 
is made. 
Submit an invoice promptly so that the issuance of a voucher authorizing 
payment will not be delayed. Any educational discount you care to 
extend will be appreciated. 
Very truly yours, 
George F. Schrader, Professor and Head 
Department of Industrial Engineering 
JJS:ds 
100 YEARS OF SERVICE TO KANSAS, THE NATION AND THE WORLD 
12 I 
DA-25 (Al 
KANSAS STATE UNIVERSITY 
MANHATTAN, KANSAS 
REQUEST FOR OUT OF STATE TRAVEL 
State Board of Regents 
Topeka, Kansas 
Gentlemen: 
Permission is hereby requested for the official travel of 
to 
Request Number 
Date 
To be completed by President's Office 
(Title) 
(Name) (Department) 
for the purpose of (provide detail)* 
Dates of meeting, conference, project, or other (explain) 
Maximum cost (include hotel, meals, travel fare, etc.) and limitations. 
Travel requested from to 
(Date) 
List all others from the University who will attend this meeting 
(Date) 
Fund Name 
Fund No. 
Account Name 
If a convention or organization meeting, is the State 
Agency a member of the organization? 
If a professional meeting, is the person attending 
a dues-paying member? 
Approval of this request has been given by 
the State Board of Regents. 
Business Manager 
Respectfully yours, 
Department Head 
Director or Second Dean, if any 
Academic Dean 
Dean of Academic Administration 
(Date) 
(Date) 
(Date) 
(Date) 
Business Manager (Date) 
(Submit original and three copies to the President's Office. Additional hold copies may be made as required by Deans and 
Department Heads) 
* Additional information on back if needed 
STATE OF KANSAS 
DEPARTMENT OF ADMINISTRATION 
ACCOUNTS AND REPORTS DIVISION 
K.S.U. DA-121 7-6C-10M Sets 
1. White-State Controller 
2. Green-Comptroller K.S.U. 
3. Pink-Remittance 
4. White-Dept. File 
KANSAS STATE UNIVERSITY 
MANHATTAN, KANSAS 
TRAVEL VOUCHER-GENERAL EXPENSE 
Fund Name Account Name 
WARRANT NO. 
N2 6255 
DATE FUND F AGENCY ACCOUNT E. A. NO. VOUCHER NO. ACT. OBJECT AMOUNT 
3 367 
K.S.U. ACCOUNT NO.- -j 
Pay 
TO 
(Name) 
(Official Headquarters) 
(Position) 
(Legal Residence) 
For the Period through Travel Request No 
Purpose of Travel- 
CONTROLLER'S USE 
Date 
Time Lv. 
Station 
or Town 
Time Ar. 
Station 
or Town 
Town Meals Hotel 
Total 
Subs. 
Exp. 
Misc. Non-subs. Exp. Total by 
Days Brkf. Lun. Din. Name Amt. Explanation Amt. 
Totals 
Approved: Amount Due 
Amount Due 
Grand Total 
per Private Car Mileage Voucher Attached-Code 
per State-owned Car Expense Voucher Attached-Code 
No. 251 
No. 253 
Correct: 
1. Authorized and Approved: 
Director, Department Head or Superintendent 
2. Approved for and by authority of the President: 
Dean, Director or Department Head 
3, Claimant's Certificate: 
I certify that the above claim is just, correct, and remains 
unpaid, and that the amount claimed therein is actually due 
according to law. 
Payee 
5. I do hereby certify that the travel and expense within was duly ordered, on official state business, under authority of 
law, and the amount therein claimed is correct and is unpaid. 
Date Comptroller, K.S.U. 
State of Kansas 
Department of Administration 
Accounts and Reports Division 
DA-I23 7-1-53 
TRAVEL VOUCHER 
PRIVATELY OWNED CAR 
See Instructions on Reverse 
Side Before Filling Out 
Pay to Voucher No 
For the Period Beginning 195 and Ending 195_ 
Speedometer Reading Beginning Period Ending Period Travel Order No 
Date 
LOCATION OF TRAVEL 
From To Miles 
NATURE OF OFFICIAL BUSINESS 
AND NAMES OF PERSONS CONTACTED) 
Total Miles 
Total miles operated during period @ cents per mile. Amount due, $ 
TOTAL AMOUNT DUE TO BE FORWARDED TO TRAVEL VOUCHER-GENERAL EXPENSE. 
TRAVEL VOUCHER-PRIVATELY OWNED CAR 
Make of Car Body Type Motor No. License No 
Total number of miles charged to state during current fiscal year to and including this voucher: miles 
OTHER PASSENGERS 
List below the date of trips and the names of all state employees accompanying driver on any trips charged on this voucher. 
Date NAMES OF OTHER PASSENGERS (STATE EMPLOYEES) 
INSTRUCTIONS 
.Please submit all information called for on both sides of this voucher. 
Failure to do so may delay payment. 
Triplicate Reports. Original copy to be attached to owner's expense voucher. Duplicate copy for agency files. Triplicate copy 
for owner. 
Location of Travel. Account for mileage in detail, make separate entry in "From" and "To" columns for each town in which of- 
ficial stop is made. 
Nature of Official Business and the name of at least one person or firm contacted must be given for each town in which official stop 
is made. 
509N 
State of Kansas 
Department of Administration 
Accounts and Reports Division 
DA-122 7-1-53 
(ATTACH RECEIPTS) See Instructions on Revers 
Side Before Filling Out 
TRAVEL VOUCHER 
STATE OWNED CAR 
Pay to Voucher No 
For the Period Beginning 195 and Ending 195_ 
Speedometer Reading Beginning Period Ending Period Travel Order No 
Date 
GASOLINE OIL 
No. of 
Gallons Cost Qts. Cost 
Grease 
Cost 
ALL OTHER STATE CAR EXPENSE 
Nature of ,Expense Cost 
Total Cost 
For Day 
Totals 
TOTAL AMOUNT DUE TO BE FORWARDED TO TRAVEL VOUCHER-GENERAL EXPENSE. 
STATEMENT OF TRAVEL 
STATE-OWNED CAR 
Make of Car Agency Car No. Motor No. License No 
DATE 
LOCATION OF TRAVEL 
FROM TO MILES 
NATURE OF OFFICIAL BUSINESS AND NAMES OF PERSONS CONTACTED 
INSTRUCTIONS 
Please submit all information called for on both sides of this voucher. 
Failure to do so may delay payment. 
Triplicate Reports. Original copy to be attached to general ex- All Other State Car Expense will include such charges as tires, 
pense voucher. Duplicate copy for agency files. Triplicate repairs, storage, etc. 
copy for claimant. 
Receipts for all state-car expense must be submitted with this 
voucher. 
Cost of Gasoline and Oil should be entered as total of each day's 
purchases, not price per gallon or quart. 
Totals. Give totals for period for each column. Total car expense 
for the period is to be carried forward to general expense 
voucher. 
Location of Travel. Account for mileage in detail. Make separate 
entry in "From" and "To" columns for each town in which 
official stop is made. 
30M 508N 
NAME 
Last First Initial 
N? 3581 
KANSAS STATE COLLEGE Comptroller's 
Key Deposit Card Card 
The above employee of the 
Department has official authorization and has made a deposit for a college key as follows: 
KEY TO. 
(Building) (Room No., Outside door, other) 
REFUNDED OR 
COLLECTED 
Deposit of $ 
AUTHORIZATION FILED 
DEPOSIT PAID 
NAME N? 3581 
Last First Initial 
Key No 
KANSAS STATE COLLEGE Custodian's 
Key Deposit Card Authorization 
The above employee of the 
Department has official authorization and has made a deposit for a college key as follows: 
KEY TO 
(Building) 
Deposit of $ 
(Room No., Outside door, other) 
REFUNDED OR AUTHORIZATION FILED 
COLLECTED Refund of DEPOSIT PAID 
Due K S C 
*Authorized 19 
For Superintendent 
of Physical Plant 
NAME N? 3581 
Last First Initial 
KANSAS STATE COLLEGE 
Key Deposit Card 
Depositor's 
Copy 
The above employee of the 
Department has official authorization and has made a deposit for a college key as follows: 
KEY TO- 
(Building) (Room No., Outside door, other) 
Amount of Deposit $ 
NOTE: The Key obtained on this deposit is for the personal use of 
the holder only; it is not to be loaned to another, nor transferred 
to anyone. This deposit will be refunded only to the original de- 
positor, on return of the key to the College custodian. Acceptance 
of the key creates an obligation to return it as soon as the need of 
it ceases and to protect its use. It is college property. See rules 
regarding use of college keys on reverse side. 
AUTHORIZATION FILED 
DEPOSIT PAID 
(Separate permit required 
for each key) KSC KEY PERMIT When approved Deliver to Cashier (to make deposit) 
Nam= 
Employed in Department 
Needs key giving admission to (Building) (Room No., Outside door, etc.) 
For the following reasons 
I have read and understand the Rules concerning the use of college keys printed 
below. 
Date , 19 (Individual requesting key) 
Approved: 1. 2 
(Head of Department) (Dean) 
3 
For the President (Re quired for Building Master Keys Only) 
All Signatures MUST BE Autographed by individual signing. 
INSTRUCTIONS TO EMPLOYEE 
Complete the above Key Permit and all three sections on the 
other side. Obtain the necessary approvals on the Key Permit. 
Present all three sections to the College cashier to make key deposit 
after which this middle section may be presented to the custodian 
to obtain the key. 
KANSAS STATE COLLEGE 
MANHATTAN, KANSAS 
Rules Concerning Use of College Keys 
A key is issued for the personal use of the holder only. It may not be transferred to another person 
under any circumstances, nor loaned to another. It may not be used to admit anyone not the holder of 
a similar key, except as noted below. Duplication of any key is forbidden. 
Anyone entering or leaving a locked building must close and lock the door immediately after enter- 
ing and immediately after leaving. 
Openini windows in locked buildings should be avoided. If opening a window to prevent serious 
discomfort is necessary, the window must be closed and fastened on leaving. 
In emergencies the holder of a key may accommodate another by going with him into a building, 
remaining with him while there, and taking him out on leaving. 
One having an authorized key may admit with him one or more persons who will be working under 
his direction, but must take them out with him on leaving. 
A k -y issued to the head of an office for the use of two or more occupants should be carried outside 
the office only temporarily, not longer than part of a day as a rule. 
Department heads should determine that resigning employees (including faculty members) have re- 
turned all College keys before delivering final pay checks. Keys should be returned to the Physical Plant 
Department. Deposits for keys which have been returned will be refunded at the Cashier's Office upon 
presentation of fee card signed by the College custodian indicating that all keys have been returned. 
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ABBREVIATIONS USED IN 'JRAPHS 
SER Student Employment Report 
EWEC Employee Withholding Exemption Certificate 
?CS Payroll Check Sheet 
SOTAB Statement of Transactions and Balances 
JOG Job Order Card 
1DR Inter-Departmental Requisition 
POI i-urchase Order Invoice 
POV ?urchase Order Voucher 
OOS-TR Out-of-State Travel Request 
00S-TRN Out-of-State Travel Request with request number 
on it 
GE-TV General Expense Travel Voucher 
PC-TV Private Car Travel Voucher 
SOO-TV State Owned Car travel voucher 
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The purpose of this report is to study the present system used to 
implement and control the financial operations of the Industrial Engi- 
neering Department, with the objective of improving the system's ability 
to perform its intended function more economically. In developing a system 
that is more economical, the author will employ a work simplification ap- 
proach. 
Through work simplification all unnecessary steps, waste in time, 
energy, and material can be eliminated, thus getting the most production 
with the least amount of effort and confusion. 
The operations performed by the bookkeeper of the Industrial Engi- 
nerring Department will form the boundaries for this study. A boundary in 
the system's sense restricts the scope of a problem in a size commensurate 
with the cost or time available for solution and the amount of detail neces- 
sary to understand the process. 
The aijaroach that will be taken in this report will consist of two 
parts. 
First, the author will study the present system with respect to the 
inputs to the system, services performed by the system, outputs of the 
system and feedbacks within the system. Then, flow diagrams for the system 
will be developed. 
Second, the author will analyze the system with respect to the inputs, 
services performed, outputs and feedbacks. The elements of the system will 
be analyzed from the standpoint, are the operations necessary, why are they 
done this way, can they be combined and can they be simplified? Then the 
author will recommend changes in the present system that will make the system 
more economical and more efficient. 
2 
The author upon completion of this study, has found the study beneficial, 
in that it can serve the Industrial Engineering Department in the following 
ways: 
One, with the changes proposed by the author, a saving of several dollars 
in material and labor will be realized. TWO, it can serve as a system descrip- 
tion to the department head. Three, it can be used as a guide to the person 
responsible for performing the operations involved in the system. Four, in 
case of turnover within the system of the operative personnel, this report 
will allow a smoother transition and less delay in getting the system back 
into operation. 
The area in this system that mould have shown the greatest improvement, 
had it not been for the rules of the university, was the area of forms. _Most 
of the forms used by this system are in use by the entire university. These 
forms in many cases require more information than is necessary for the oper- 
ation of this system. Also the bookkeeper is required in many cases to pre- 
pare more copies of the forms than are necessary for the operation of this 
system. 
